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The Oklahoma State Department of Education (OSDE) has developed this application to take

the data that is submitted from the local Student Information System up through the Wave to
develop a list of students based on their coussetion enroliments and gdes that could be
considered for the Advanced Coursework criteria for thHe #eport card. This application does

not include the Career Tech Courses, as those will be sent directly from Career Tech to OSDE for
inclusion in the Advanced Coursework grade.

1.1-Purpose

The purpose of this manual is to provide a shgpstep resource for accessing and submitting
the AF Advanced Coursework Report to the Oklahoma State Department of Education for
review and approval.

1.2- How to use this document

This docurentisintendedto be a step-by-stepguide for reviewingand submittinghe AF
Advanced Coursework report. To access successfully, follow the steps outlined in this
document. Fomassistancavith a specificsection,identify the exactareain the Table of
Contentsand navigate to that section with a click of the mouse to follow the instructional steps.
If you have anyguestionsregardingthis report, pleasecontact theStateDepartmentof

Educatiorat 405-522-5169for assistance.
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Access to the & Advanced Coursework Report is provided to a user by the District Superintendent

or District Single Sign @oagon Administrator through the Single Sign On Sydtefividuals who

Ff NBF Re KI @S GKS a5AA0NAOG { dz2LISNAYGSYRSYyGés af
to them in the Wave will automatically be granted access to tiieAlvanced Cosework Report.

lff 20KSNAR 6Af-C WEBBIRY G2R K/I DENKEKSB2 NJ! | O0Saaé NP

The Superintendent or Logon Administrator will need to grant each person the access they would
need to review or submit the report. This will includhe tsite level person who will complete each
site level report and any other individuals.

2.1 Go to the Wave Portal

To begin, go tthe Single Sign Onebsite https://sdeweb01.sde.ok.gov/SSO2/Signin.gstog in

YR OK224S GKS a¢KS 21 @SQa t2NIFfé¢ 2LIA2Yy FNRY
personto-person depending on what other applications they have access to.

OKLAHOMA

State Department of Education

£ Home / Applications i X L . . .
o Your SSO2 session has expired. You must sign in again to continue using the system.
About This Site

© Helpful Links ; ; isti i
Welcome to the new Single Sign On system. If you have an existing username and password for the previous

#" Signin Single Sign On system you may use that here. If you do not have an account you may create one now using
the link below.

A If you are having trouble signing in please click the link below to recover your username or password. If
you need assistance please contact the OSF Help Desk at (405) 521-2444 or at (866) 521-2444.

Username: leea.mote

Password:

Sign In

&( Are you a new user? Click here to create an account
"% Username problems? Click here to recover your username

'f‘ Password problems? Click here to recover your password.
Figurel - Single Sign On L-agScreen

t) K[f\ F[ &w N l/"\ Single Sign On @

State Departmen'( Of Ed Ucatlon Welcome Training Example - Sign Out

7 Home/Applications HOme / Applications

2 Your Account Applications

Select

anywhere in These are your current applications

© About This Site @@ The Wave's portal. (29I099) Example District

&) Links And Docs + A-F Advanced Coursework Access

) Sign Out

Figure2 - Singe Sign On Application List
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2.2 Go to the A= Advanced Coursework Report

hyOS AyG2 GKS 21 @S 32 G2 GKS awSLE2NIAy3IE GFo |
application where reporting certification will take place. Once into the State Reporting Certification
Application you can scroll to the bottom of the screen and it will list all of the current reports. Select

the AF Advanced Coursework Report in the Repork column. Below is a list of the different

columns in this table.

Column Descriptions:

A Report Link- The link that will take you into the actual report
A Status- The "District” status. This will only change to the next level when all school sites
assodated with that report for your district reach the next level. There are four levels
bb2d {GFNISRéX bLY tNROSaaéxs b/ 2yFANNSREZ
A Report Opens The first day you can access the report.
A Due Date- The day the report is due certified.
A Contngent Report(s) This indicates the report requires another report to be
completed first. You will not be permitted to begin a report that is contingent upon
FY20KSNJ dzyiAf GKS 20KSNJ NBLR2NI akKz2géa I adtl
report isSNOT contingent and can be started on or after the "Report Opens" Tate.
Advanced Coursework Report is not Contingent upon any other report
A Report Note- This is a summary about the report. Clicking on this will provide you with
information related to ths report (e.gpurpose, applicable state or federal laws, new
additions or functions in the report).
A Program Area / Phone #The State Department of Education program area responsible
for the collection of this report and the phone number you should call with questions
related to this report.
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District Reporting Wave

You are here: Home Direct Certification
DTool Reports

Early Warning Indicators

Select the Reporting tab oLl
and select State MyDATA
Reporting Certification precode
State Reporting Certification

Districts: Sel S icH Student Transfer System

Surfing Reports

Vendaors:  Select a Vendor! -

Figure3 - The Wave Reporting Tab, State Reporting Certification

State Reporting Certification

Welcome to the State Reporting Certification Application. To begin, select a report from the list below:

County/District Code: State Level Report Administration:

010022 - ADAIR / MARVETTA -] [Select a Report! -

Program Area /

Report Link Status it Report(s) Report Note
Select Report (o=

Historical Adiusted Graduation Cohort None New Report / Read Me R T
Assessments (405) 521-3301

AF Advanced Coursework 612813 None New Report / Read Me Accountability and

52913 0:00

Started 23:59 Assessments(405) 521-3301

Assessment Correction Window (3-8 Not 529013 0:00 628013 None New Report / Read Me Accountabiity and
Started 23:59 Assessments(405) 521-3301

Assessment Correction Window (9-12] Not IR 6128013 None New Report / Read Me EETn e
Started 23:59 Assessments(405) 521-3301

SMART Report Not EEErE T 612813 None New Report / Read Me HSELTEL I
Started 23:59 Assessments{405) 521-3301

Figure4 - State Reporting Dashboard

2.3 Select Site and Reporting Status

¢2 0S3IAY GUKS NBLRNIZ Ot A0l 2y | &aoOKz2z2forAy GKS
each site there is a site status to indicate what part in the process the school is in. All schools must
NBI OK I &/ SNIAFTASRE adlddaoe . St2¢ Aa | INFLKAO

through. On this screen the following functicer® available :
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A

A

Confirm- Only the Superintendent and Site Principal will be able to click the "Confirm"

button. This will lock the data so that it can no longer be edited. It will still be viewable.
Release Only the Superintendent can click the "Redeabutton. This will undo the

"Confirm" and allow the data to be edited again. Do not call the state to have a report

bwSft SFaSRb FNRY (GKS &/ 2y FANXE &Gl iddzad hyf e
Certify- Only the Superintendent can click the t@fg" button and only after all of the
a0K22ft&a FNB ftAaAGSR gAGK | adlddza 2F b/ 2y TFA
that the report can no longer be edited by the district. Only the state can unlock the

Certified Report. Call the phone numbmr the State Reporting Certification Dashboard
associated with this report to have the report unlocked.

Not In Process
Started

No user has At least one The
logged in to person had Principal has
look at the logged in to confirmed

Confirmed Certified

report. look at the the report.
report.

Figure5 - Reporting Status'

OKLAHOMA STATE DEPARTMENT OF

EDUCATION 6lPage

CHAMPION EXCELLENCE




A-F Advanced CoursewkiReport 1.0 May 15, 2017

Historical Adjusted Graduation Cohort

G512 - OKLAHOMA f EDMOND h |

County/District Code:

Edit R=part S=ttings

Superintendent selects

Select Sitg

Select to view
Site level report

slect a school site to review by clickip 5 '

The Certify button will be enabled for the District
@upenntendemwhen all Site Statuses are indicated as
Confirmed.

Principal selects
Confirm when
repartis complete.

Site Name Site Status

N
Z-T-'E'-"J?.:L_--_'- :'-_'EN hoot Stzne H ( \ ‘

Mot Started

\ SANTA FE HS :'::'-/ Nok Started \ / \ j

Figure6 - Site Status Screen

2.4 General Navigation
Once in the A= Advanced Coursewdreport, there are standard buttons and links on every screen.
The Navigation buttons at the top allow you to go between different sections of the application.

T

T

Site Selector; This returns you to the Site Status screes¢lect a different site or
Confirm/Certify.

Prepopulated Data; Data that is submitted directly from your local Student Information.
This screen does not allow you to change any of the data, only review it.

On Screen Data EntyData to review, correcgnd submit. Once you select this screen the
regular updates from your local Student Information System to this report will Bopot

go to this screen until you have made as many changes as possible through updating your
local Student Information Syste

Final Report; The final version of the report once all changes have been completed in the
On Screen Data Entry section.

Find Missing Students Displays a list of the students not on the report and indicates the
reason they are not showing up.

Reporting Toolg This section contains reports that will assist you in completing the A
Advanced Coursework Report.
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State Reporting Certification a

Brefresh B E

‘ State Reporting Home Page ‘

Prepopulated Data On Screen Data Entry] [ Final Report ] [Find Missing Sludenls] [ Reporting Tools

Prepopulated Data
Site Selector/Status

Select Site: [ Example School (705) ) e
Site Status: In Process -

School ID Local 1d Grade Level First Name Middle Name Last Name Has Course Participation
[ | 53] \ 52 \ 52 \ 53] \ [ \ 52 \ 54 \ 2]

705 200042263 10 False 0

705 800030721 10 Falss [

Figure7 - Navigation
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o¢t NBLR L3z SR 5F Gt
This section provides a stéyy-step process for reviewing tlgata in the Prepopulated Data screen.

3.1 Navigation

The data on the Prepopulated Data screen is pulled directly from your local student information
system and is updated on a nightly basis. On this screen you should be reviewing the data for
accuracy anthen making changes in your local student information system to update the
information.Note: Please allow up to 24 hours for changes made in your local student information
system to be reflected on this report.

¢2 GKS fSTO 27F (K Blusé&)istrRydutinQse toyipanidandickliaies A & |
showsthe courses for a particular student.

The first seven columns on this page are simply for you to be able to identify the student being
reported. All students enrolled at any point during the ryeayour school should show up on this

list. This does NOT mean that all of the students have a course that counts towards the Advanced
Coursework criteria set forth in thelAReport Card system.

School I the countydistrict-site code

Local Id; the local student Id (ID) number that is assigned to that student

STN; the state Student Testing Number assigned to that student

Gradeg the current or last known grade level for the student at your school

First Name/Middle Name/Last Namghe name of the sident as it is reported in the local
SIS.

= =4 -8 4 -2

The lastwo columns are indicator columns:

9 Has Course A check box for each student that indicates whether there is a course listed for
the student.

1 Participationg An indicator that a student has earnegbaint for having at least one course
that qualifies as Advanced Coursework and meets the criteria for awarding a Noiet.
For the rules on which courses and grades count for participation please refer to the
Advanced Coursework FAQ document, whichbeafound on the SDE websitethe AF
Report Card section.
http://sde.ok.gov/sde/sites/ok.gov.sdeffiles/documents/files/2017 AC _FAQ 0.pdf

All points display@ here are simply indicators. They may not the final count of points that will be
used in the A= ReporCard. All preliminary numbers are subject to change at the discretion of the
Accountability Office through the final data review made by that office.

The filter boxes at the top of each of the columns will allow you to search for only those students
GKIG KIFI@S O2daNERS& fAAGSR dzy RSNYySFHFGIK (GKSYZ o6& a
column header and then selecting the cone shaped icon @@ G Ay 3 a9 ljdz- £ ¢2¢ @
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The course information that is displayed is as follows; there will only be one record for each course
that counts for Advanced Coursework. There may be several grades for the course displayed within
that one record.
1 OCAS Course Coddhe state OCAS course code for the course from your local Student
Information System (SIS).
9 Official Course Title The official OCAS course title as determined by the submitted OCAS
Code
Instructional Level Descriptioq the level of instruction for th course
TermSpanDescriptiorg Theterm spancodeanddescriptionas it isreceivedfrom your local
SIS.
1 Length of Course The length of the course. With the exceptioiblockcoursesand
concurrent enrollment courses, the length of course defaultsftdl@cademic year based
on what youput in the TermSpan (e.gFourQuarters, TwoSemestersJwoTrimesters)This
field can be edited on the On Screen Data Entry screen.
1 T21-T4c¢the grade that was received within that term. For example, if the Lend@ioofse is
One Semester, then the T1 column should be filled in with a letter grade and the other fields
(Ta2¢no ¢gAff RAALAIFE aGb2dG ! LI AOFof Sédé LF
Term (TAT4) columns should be completed.
1 Reason Not Reeived; If this column is not blank, the reason that a coutses not qualify a
student for participatiorwill be displayed.
1 Local Course DescriptianThe local name of the course as it is received from your SIS.

= =

State Reporting Certification =]

State Reperting Home Page

[ Site Selector | | OnScreenDataEntry | [ Final Report

[___Find Missing Students | [ Reporting Tools

On Screen Data Entry

Select Site: | tEsT(999) hd
Site Status: In Process

Exportto Excel | | ImportExcel File | | Restore Original File |

551000999 100123456

551000999 100234567 10 usan Elizaheth Anthony

55000999

3
S

100345678 11 Mary Eliss Poppins
2

557000999 100456789 eter Janes Cottontail

Figured - Prepopulated Screen Course Information
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3.2 Data

The data that is pulled from the local student information systems is transformed to fit within

May 15, 2017

the reporting requirements of thé&-F Report Card. The requirements for the data to be
prepopulated into this report are described below.

In order for a course to appear in this application, one of the following criteria must be met:

The 0576¢ College Levehstructional level musbe indicated in he Instructional Level object

or one of the following course codasust beused (most of the course codes indicate an AP or
IB course, these will be pulled in regardless of the instructional level indicated, unique courses

are identifiedby a distinct OCAS code)

OCAS Code Course Title

2428 IB Business Education

2535 AP Computer Science Course A
2537 AP Computer Science Course A (For Math Credit)
2558 IB Computer Education

2790 Internship |

2791 Internship Il

2815 AP- Studio ArtDrawing

2816 AP- Art History

2838 AP- Studio Art 2D

2839 AP- Studio Art 3D

2911 IB Arts

3042 IB Music

3055 AP Music Theory

3115 AP French

3125 AP German

3135 AP Latin (Vergil)

3165 AP Spanish Language

3167 AP Spanish Literature

3180 APJapanese Language/Culture
3190 AP Chinese (Mandarin) Language/Culture
4010 AP English Lit & Comp.

4057 AP English Language & Composition
4065 IB Language Arts

4615 AP Calculus AB

4616 AP Calculus BC

4760 AP Statistics

4820 IB Math

5035 AP Biology

OKLAHOMA STATE DEPARTMENT OF
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OCAS Code Course Title

5055 AP Chemistry

5121 AP Environmental Science
5215 AP Physics B

5216 AP Physics Viechanics

5217 AP Physics {Elec & Magnetism
5305 IB Science

5415 AP U.S. History

5525 AP Macroeconomics

5526 AP Microeconomics

5545 AP Comparative Gov. Rolitics
5546 AP US Government & Politics
5547 IB Social Studies

5645 AP Psychology

5735 AP European History

5736 AP World History

5790 AP Human Geography

5213 AP Physics-lIAlgebra Based
5214 AP Physics {lAlgebra Based
5560 AP Seminar

fGKS &ddzoYAUGGSR RIFEGFE R2S& y20 YSSO (GKS NBIljdANBYSYI
b2 wSOSA@GSRe O2fdzyy oAttt 0SS LRLMAIFIGSR o0& 2yS 27
f Courseisincomplete¢ KA & @Aff LRLIAFGS GKS awStaf2y b2d v
term grades (entered into FI4) does not match the Length of Course. For example, if the length
2F GSNXY A& ¢g2 vdzad NISNE |yR ¢H Ad GaAaaAiy3a DN
f Student was not enrolled in membership for this schapThis willpopuld S G KS awSIlF a2y ¢
wSOSAGPSRE 0O2fdzyYy AF GUKS [20Ff L5 O00GKS /2dzyie
not match the school of membership for the student. For example, if the course information is
listed under an unaccredited alternate schooyour district with a fictional site code, and the
student is enrolled in the accredited site, this will populate the column.
| Student must receive a D or better for participatian¢ KA & @At € LRLIA IS GKS
wSOSAGPSRE 02t dzYtat theBtuderK Bceived (Bs@duit TTUHININ R %
course will not qualify a student for participation
{ Course does not meet criteria for advanced coursewqilk KA & A f € LI LIzZ | 4SS GK
Received" columif the submitted courseloes not meethe criteria for advanced coursework
(i.e., the OCAS course &g not for an AP course, IB course, or internshtpemstructional
level does not indicate dual enrolimgnt

N>

3.3 Filter Grid
The data grid can be filtered based on the filter criteria you enter. At the top of each column under
the column header there is a space for you to enter filter criteria. Once you enter your filter criteria
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select the icon that looks like a corlrl). Thiswill bring up a list of filter options (contains, equal to,

etc.). Select an option and the report will filter based on your selection. You can filter on multiple

columns at one time (e.g. Has Couasel Participation). When you want to remove the filteiteria

aSt SO0 GKS TFAf GSNJ o dzihis il rerholth fifter any returdti@efisbt®all ¢ b 2 C
records.If you filtered in multiple columns, you will need to do this for each column to remove ALL

filters.

5L

b

O q.].:_ NoFiIIter |
0 EqualTo
1 MotEqualTo
GreaterThan
’ LessThan
0 GreaterThanCrEqualTo
0 LessThanCOrEqualTo
0 IsMull
0 MotlsMull

Figurel0- Enter Filter Criteria and select Filter Button

3.4 Change the Report View
In the grid view you can change the order of the columns by dragging the column and placing it
where you would like for it to appear. Hover over the column that you wiikddo move until it

looks like crosshairs ™, l ™); select the column and hold it down, then drag the column to where you
want the column to move to and egelect. This will release the column and move it to that location.

You can also sort the report bylseting the column title. This will sort the report alphabetically
based on the column header you selected.

Laxt Nam= Fiirst. Nam= Middil= Name=

| |E | lDragt?IEDulpu:urreu:uru:ler”l |:| ﬁE

Brown Duane J 7/8/19%3 Ho

Fonda Jane Sue 4/4/1995 HNo

Figurell- Dragging to Reorder Columns
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La=t Nam=

{E_Tg Click here to sort

(L2l L [
Brown Duane 123458 J
Fonda Jane 123 Sue

Figurel2- Column Sorting

nchy { ONBSy 5FGF 9y {NE
This section provides a stdyy-step process for completing the On Screen Data Entry.

4.1 Navigation

Once you select the On Screen Data Entry button at the top, this will freeze your data and the
Wave will stop updating the data based on data received frgour local SISf you select the On
Screen Data Entry button prior to the end of school and all grades being entered you will need to
manually input all missing grades for the cours@nly begin the On Screen Data Entry when you
arefinished updating ono longerableto update datausingyour local SIS'he On Screen Data Entry
GASe Aad OSNE AAYATIFN G2 GKS t NBLRLWA FGSR aONBS
FYR a5StS0S /2dNBS¢ o0dzid2yad ¢ Kbefareitdsisibinitetl f f 2 :
for inclusion in the A= Report Card calculations.

At the conclusion of this report, the list should contain all students, courses and grades which count
towards advanced coursework credit.

State Reporting Certification =

‘ State Reporting Home Page ‘

Site Selector

On Screen Data Entry

Final Report I [Find Missing StudeW

When you select the "On Screen Data Entry”
the "Prepopulated Data" report is copied to
the On Screen Data Entry page and updates
from your local SIS stop.

Select Site: [cHOCTAW Hs (705) -
Site Status: In Process

[ Import Excel File ] [ Restore Original File

Figurel3¢ On Sreen Data Entry Navigation
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Brefesn B @

Middle Name

cription Course ecei n
=
4010 - AP English Lit.  ADVANCED PLACEMENT, ENGLISH Not Not AP English Lit. & ——
@. & Comp. LITERATURE, AND COMP enera smester @ demesters Applicsble  Applicable Comp.

Figure 14; On Screen Data Entry Add, Edit & Delete Buttons

4.2 Add Record (Course)

Ly 4KS hy {ONBSyYy 5FGF 9yGNE LI 3IS &2dz Oy FRR |
| 2dzNBSE¢ odzid2y G dp& aniediscreeFwithiviiridus drbipdvi bSx@stat KA a &
O2YLX SGSo® 1'ff FTASEtRA 2y (KAA& “C)NSSy I NB NBIj dzA N.

at the bottom of the edit screen to save the newrecdidy OS @2dz 4Sf SOG a&! LRI GS¢
Ré¢ O2f dzyy ¢

A

ISOASHGSR yR GKS awSlkazy bz2d wSO sx@
remain blank if the course qualifies for participation.

w

Middle Name

4010 - AP English Lit. ADVANCED PLACEMENT, ENGLISH . . Not Not AP English Lit. 8
& Comp. LITERATURE, AND COMP eneral U628 - Semester | Two Semesters | A A Applicable  Applicable Comp.

Figure 15 Add New Course Button

OCAS Course Code: |4C|1C| - AP English Lit. & Comp. -
Instructional Level Description: |E|5?5 - Advanced Placement hd |

Term Span Description: |CIEEE - Sernester - |

Length Of Course: |Two Semesters i |

TL: A - |

T2 B - |

T2 | Not Applicable |

T4: | Not Applicable |

Local Course Description: AP English IV

Update Cancel

Figure 16 Add New Course Screen
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4.3 Edit Record (Student)

Ly GKS hy {ONBSyYy 5FGF 9yUGNEB LI 3IS &2dz OFy SRA
button to the left of their name in the table. This will open an edit screen with variousairom

boxes to complete.

change a record

Select "Edit"to = |
- A

Figure 17 Edit Button

4.4 Addingand Editing Data Business Rules
When a record is added or edited, there are certain requirements that must be met for the data to
be savedBelow are the data fields and the requirements around each:

Column Name Rule

OCAS Course Code The State OCAS coie the course.

Official Course Title This is the Official State OCAS title for this course.

Instructional Level Dropdown box for selecting the instructional level of the course. K
in mind thatdual enroliment courses must have a college level
instructional level in order to be recognized as advanced coursew

Term Span Description | Dropdownbox that you must select the best description for which {
grade is for.

Semester your courses are scheduled as a Semester
schedule.

Trimester¢ your @urses are scheduled as a Trimester
schedule.

Quarter¢ your courses are scheduled as a Quarterly sched
Length of Course The length of the course to indicate how many grading terms are

relevant.For example, if you select Two Quarters then T1 aneelt2
will be expected to be completed.

T1l¢T4 Thegrade in the course for the specific term (A, B, C, D, F)
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pc. dzf { ! LRI GSa
This section shows you how to upload an Excel document to replace data for reporting.

5.1 Navigation

WARNINGAnNy bulk updatenust be a complete file of all of the advanced courses for every student.
It WILL NOT supplement the data that already exists; it will erase and replace the course data that
exists for each studenthis process should only be used if it is impossilheske the updates in

your local SIS. Please contact the Office of Accountability 6285169 for assistance before
attempting a bulk upload.

If a large amount of changes need to be made and it would be easier to produce a file from your

local Student i 2 NY I GA2y {@aidtSy G2 dzZJX2FR G2 GKS | LILX A0
9EOSt CAf Sél FlgO iz INMIIRIP 2F GKS Gl o6fS GKSNB )
will open a screen for you to upload your Excel document. Oixapioaded a data validation

check will be conducted to ensure it meets the data standards in place in order to upload correctly. A
RFGF GSYLXIFGS 6AGK SEIFYLX S&a A& LINRPOBARSR FT2NJ &2
Entry page.

State Reporting Certification =]
Reporting Home Page
Site Selector On Screen Data Entry FinalReport | [ Find Missing Students | [ Reporting Tools

On Screen Data Entry

Select Site: |
Site Status: In Process

ExporttoExcel | [ ImportExcelfile | [ Restore Original file |

Figure 8- Import Excel File

5.2 Uploading the File
The file format for the upload file must follow the following format.

9 Local I; The local ID for the studenthis must exist and must match a local ID for a student
already in the application for thgarticular school.

1 STN; The STN for the studenthis must exist and must match the STN for a student already
in the application for this particular school.

9 Course Title The local course title for this coursghis must exist, but can be whatever
wouldwork best to describe the course locally.
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i State Course Codemust be four digits and must be a valid course code unless the
Instructional Level Code is 0574 (International Baccalaureate) or 0576 (College Level). In
those two instances, it can be left blan

Term Span Descriptiapmust be Semester, Quarter or Trimester

Length Of Coursemust be one of the following: One Quarter, Two Quarters, Three
Quarters, Four Quarters, One Semester, Two Semesters, One Trimester, Two Trimesters, or
Three Trimester

Ticmustbe A,B,C,DorF

T2¢ must be A, B, C, D or F or Not Applicable

T3¢ must be A, B, C, D or F or Not Applicable

T4¢must be A, B, C, D or F or Not Applicable

Instructional Level Codemust be one of the four digit instructional codes, and must be
numeric (see Instructional Codes below)

= =4

= =4 -4 48 A

To upload the file, select the Browse button and locate your file. Once you have selected your file,
aSt SO0 GKS da! LX 2R CAfSé¢ o0dzidi2yd hyOS GKAA Aa
been upladed.

Instructional Level Codes:

Code Short Description Long Description

0568 Remedial The content of this course is used primarily for
remediation and is designed for that specific purpose.

0569 Special Education Course The content of this course is used primarily for special
education students and is designed for that specific
purpose. If this course will have special education
students in it, but the purpose of the course is not
specifically for providing instruction atlevel designed folf
special education students, this code will NOT be used

0570 Basic Same as General (0571). The content of this course is
designed specifically for the general population of

students. Either this code or 0571 (General) can be use
as the default for most classes the average student willf
take.

0571 General Same as Bas{0570). The content of this course is
designed specifically for the general population of
students. Either this code or 0570 (Basic) can be used
the default for most classes the average student will talf

0572 Honors Level This is an Honors Lewaurse, but is NOT specifically an
Advanced Placement or International Baccalaureate
program.

0573 Gifted and talented level The content of this course is used primarily for instructi

Gifted and Talented students and is designed for that
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Code Short Description Long Description

purpose. If this course will have Gifted and Talented
students in it, but the purpose of the course is not
specifically for providing Gifted and Talented instructior]
this code would NOT be used.

0574 International Baccalaureate This course ispecifically part of an International
program Baccalaureate program.
0575 Advanced placement This course is an Advanced Placement course.
0576 College level This course is being taught at a college or university. N
This code should NOT be used for @arEech courses.
0577 Untracked Do not use this code.
0578 English Language Learner (ELL) | The content of this specific course is used primarily for

instructing English Language Learner (ELL) students a
designed specifically for that purpose. If this course will}
have English Language Learners in it, but the purpose
the course is not spéfically for ELL instruction, this codd
would NOT be used.

0579 Accepted as a high school The course being tracked in the Student Information
equivalent System was not taught by the high school specifically, lI
rather by a different school, educational institution, or b

other means and is considered by the school district to
instruction equivalent tavhat would be found in a

general high school course. This code could be used fg
Career Tech courses unless another code listed in this
code list will apply. For example: if a Career Tech cours
was Advanced Placement, the Advanced Placement cd
should ke used.

9999 Other None of the other codes apply to the general nature or
instructional level of this course. (Note: This may be us
if a course must be set up as a schedule filler such as
GNBOS&aaé¢ 2N at dzy OKE 0

Other Business Rules:
If the Local Ind STN do not match a Local ID/STN combination in the Wave for the school you are
uploading to, the record will fail.
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State Reporting Certification

Data Entry Import File

G:\Users\MYH1U\Desk‘lup\pmjecl list | Brgwsg} | Upload File Return
A

/

Select Browse and
locate your file, select
Upload.

Figure 19 Data Entry Import File

5.3 Data Clean up
There are several tools with this upload process that will allow you to run the data you
submitted through validation to ensure it is in the appropriate format.

After you upload your Excel file a note will appear below the button indicating whether your

data was uploaded appropriately or if there are data corrections that need to be made. You can
GASs GKS O2NNBOUG RIdl o0& aStSOlAy3a GKS axASs
needs to be corrected before it can be submitted by selectingititeA S . I R 51 G §¢ @ L
a2YS 322R RFGF yR a42YS o0FR RFEGIFZ AG A& NBO2Y
Excel spreadsheet and repeat the process to have a complete file to upload.

¢KS da+ASg D2 wilRshobyla iadedwithalOiNeI&ta/that is ready to be submitted.

hyOS @&2dz NB NBIFIReéx &4SftSO0 GKS a{doYAl D22R 5I
NBEO2NRa® { St SO0 awSilGdaNy¢ G2 32 o6F01 G2 GUKS hy
screen it will show a tableith all of the data that needs to be corrected before it can be submitted.

¢KS dat NPofSvyaég O2fdzyy G GKS SyR 2F (GKS GFrof S

Figure 20 View Good Data
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